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1) This process allows you change the format of a displayed report.
2) Display an AASIS report, such as KSB-Actual Cost Line Items by 

Cost Center.
3) Click           to view the current displayed layout.
4) On the column tab, the left side of the box lists what columns are 

shown on the report.  The right side lists items you can add to the 
report.

5) Scroll through the possible selections to find columns you wish to 
display. select  

6) In the pop up box type desired data, e.g., cost element name
7) Press enter or click the green check
8) The Cost element name is now highlighted.
9) Press          to move the hidden field to the Column content box.
10) Use the arrows                      to move the field to the desired 

position.
11) Total a column by clicking in the checkbox under the Sum sign.
12) The sort order tab allows you to select a column to subtotal or 

sort in the display.
13) Use the filter tab to filter the display by selecting the column

containing the desired item and type in the desired code.
14) When the desired selections have been made, click the green 

check at the bottom of the layout box to display your layout.
15) To save, click the Save layout display icon
16) Name your variant. If the variant is viewable by you alone, it is 

user-specific.  If it is not user-specific, precede the name with a / 
(for example /DHS variant ALWAYS MAKE SURE THE 
DEFAULT SETTING IS NOT CHECKED UNLESS THE 
VARIANT IS USER-SPECIFIC.  This sets the default for all users.

17) Click the green check to save.
18) The next time you wish to see this report variant displayed, click 

the Choose  layout icon              find your display variant by 
name, and  click. The report will appear as your designed variant
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Click the display 
layout icon.
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Click with mouse.

Click the 
binoculars to 
search for a 
column to be 

displayed.
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Type in name of field to find.
Enter on keyboard or click
green check.
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Row will be 
highlighted. Use
arrow to move to 
Column content.
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Row will be moved to 
the bottom of the 
display list.  This 
means it will be the 
last column displayed.  
Move it to another 
position using the up 
and down arrows.
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Add a total by 
checking the box 
under the 
Summation sign.
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The sort order tab 
allows the addition of 
subtotals.  Select a 
column from the list on 
the right and move it to 
the left.  Select the 
checkbox or radio 
button to sort or 
subtotal the column.
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To filter the report, 
choose the filter tab 
and move the item to 
the filter criteria box 
using the left arrow.  
Click the green check.

Enter a value or range.  
Only those values 
entered will be displayed 
in the report.
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Selecting Excel on the view tab 
will allow you to view the report 
as an Excel spreadsheet if your 
Excel security enables macros.
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The display tab allows you to 
change the way the report is 
displayed.  Select a checkbox 
to change the display.  Click the 
green check to view your new 
layout.
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To save the layout, click 
the save layout icon.
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G

Name the layout.  It should begin with / if 
it is not user-specific (you want it to be 
able to be seen by everyone).

CAUTION!!
Please be sure 

default setting is 
not checked 
unless user-
specific is 
checked.



AASIS Support Center
January 6, 2004

AASIS Quick Reference Guide

SETTING REPORT LAYOUTSSETTING REPORT LAYOUTS

To get to your layout 
again after running the 
report, click select layout.
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Find your layout on the list and click.  
Your layout will be displayed.


